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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Kathy Aldana
	SUPERVISOR'S CLASS: Staff Services Manager II (Managerial)
	personnel analyst: Kim De Mille for Theresa Nunez
	personnel date: 06/10/09
	PERCENT OF TIME: 










45%
	activity: POSITION SUMMARY
Under the direction of the Staff Services Manager II, Administrative Services Office, the incumbent is responsible for contracting and State Water Project security activities for the Division of Operations and Maintenance. 

ESSENTIAL FUNCTIONS
This position requires the incumbent make sound decisions; take independent action; reason logically and creatively; develop and evaluate alternatives; research, analyze data, and work cooperatively with others; maintain regular, consistent, and predictable attendance; exercise good judgment; and use SAP programs.    

Contract Administration:  Provide advice and assistance with the preparation of complex service contracts, including IT contracts, Interagency Agreements, DSAs, IFBs, RFPs, and RFQs.  Coordinate and facilitate processing of contracts (valued more than $100,000) from all five field divisions.  Review HQ and FD contracts to ensure agreements are in accordance with appropriate State and departmental rules and regulations. This includes, but not limited to, updating the ZCAS contract tracking in SAP, checking for funding strips, and coordinating with the Legal Office (if needed) and Contract Services Office (CSO).  Consult with CSO and Legal Office staff to determine the most appropriate and expedient method of contracting based on project needs.  Work closely with program staff in writing and/or editing contract language for clarity, conciseness, and technical soundness.  Provide guidance and administrative assistance to staff preparing contract packages, including but not limited to bid packages, advertisements in professional publications, consultant memoranda, task orders, DVBE documentation, sole source justifications, exhibits, correspondence, notices of intent to award, and bid protests.  Provide support and participates in pre-bid meetings with potential bidders.  Review invoices and claims for consistency and conformance with established work agreements; track invoices, payments, and reimbursements to monitor contract balances and ensure compliance with the State's contracting rules and regulations regarding prompt payment provisions and small business preferences to prevent severe financial penalties for the Department; make recommendations for correction of
	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 2010-5393-008
	sap personnel no: 
	sap position number: 50001415
	division: O&M/Administrative Services Office
	mcr: 1
	percent2: 



20%






15%









10%









5%
	activity2: deficiencies; and advise Program Managers on potential impacts to their programs.  Stay apprised of new laws and regulations regarding the State's contracting process; and coordinate the preparation of contract service detail for the annual budgeting process. 

Contract Buyer: Under the DWR Contract Pilot Project for HQ and JOC, review service requisitions to ensure funding allocation, vendor information, and fiscal year are accurately reflected in SAP and are consistent with approved contract documents and funding strips, prior to creating/issuing new outline agreements and purchase orders and updating existing ones.  Review previous fiscal year commitments and expenditures to ensure they have been accounted for accurately and unused commitments are disencumbered and rolled forward to the current fiscal year funding.  

Facilities/Telecom Coordinator: Analyze, develop, and coordinate preparation and documentation for office space needs and allocation.  Evaluate and recommend appropriate location, size, and fixtures to be included in various offices.  Coordinate with Facilities Management, all moves and changes in office structures.  Follow up with staff to ensure equipment is installed in compliance with safety regulations and is operational.   Coordinate and process communication equipment needs and justifications for acquisition, and maintain records of use and distribution of communication equipment; review and assist line supervisors to facilitate installation of new and replacement communication equipment.  As a Key Custodian, keeps a current list of keys/rooms assigned to O&M HQ staff.  Prepares requests for duplicate keys or changing locks.

As a member of the SWP Security Committee and under the direction of the O&M Security Coordinator, responsibilities include:  routing, updating, and finalizing security policies and procedures contained in the Security Program Instructions Manual and distributing security manual updates, attending committee meetings, which requires some travel throughout the state; taking and finalizing security committee minutes for distribution to team members. Provide administrative support to the committee as necessary.  Incumbent will complete Protected Critical Infrastructure Information training and receive certification in order to assist the O&M Security Coordinator to assure the all PCI Information received is used, safeguarded, stored and disseminated in accordance with specific procedures.

Supervising Floor Warden (6th floor): Coordinates all emergency actions and ensures that the Building Manager/Emergency Coordinator is informed of emergency conditions in the assigned area.  Maintains current rosters of emergency team members and posts emergency personnel lists and floor maps on bulletin boards and other strategic locations.  Oversees evacuation during fires or other emergencies and reports results/updates to the Command Center.

	percent 3: 5%
	activity3: Research, analyze, and perform special project studies requested by the Chief, ASO; Assistant to the Division Chief; and/or the Division Chief.  Act for ASO Chief as needed.

SPECIAL REQUIREMENTS:
Present ideas and information effectively, both orally and in writing; attend lengthy meetings; consult with and advise management and others and develop and maintain journey-level knowledge of State and departmental procedures on above subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work.  Overnight travel may be required.
	supervisor name: Kathy Aldana
	employee name: Vacant


